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Agency 
City of Frederick 

Division/Unit 
Office of the Mayor/Airport 

Item No Description Retention 

Aircraft accident data 

General correspondence 

3 

9 

7 

Appraisals 

Annual disadvantaged business enterprise 

Manuals/reference - Air/Space Museum, aviation fuel 
handling, airport noise and zoning, hazardous substances, 
airport lighting repairs 

Notice to airmen (NOTAMS) 

MSDS 

Retain for 5 years after final 
resolution or settlement of 
incident/complaint, then destroy 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Transmit originals to Legal 
Services; retain copies until 
updated or supeseded, then 
destroy 

Retain for 5 years and until all 
audit requirements have been 
met, then destroy 

Retain until updated or 
superseded, then destroy 

Retain for 1 year, then destroy 

Retain for 40 years, then destroy 

Approved by Department, Agency or Division Representative 

Date 

Signature, 

Type Name^v,f l VZ / S 3 / V . 3 ^ <~ 

Title 

Schedule Authorized by State Archivist 

Date OCT 2 2 200f 

Signatun 
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Item No Description Retention 

y Alphabetical files - landfill info, storm water, trash removal 
service, airport memorials 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

? EPA - underground storage Retain for life of underground 
storage, plus 5 years and until all 
audit requirements are met, then 
destroy 

la Citizens' complaint log Retain for 5 years, then destroy 

>i Complaints Retain for 2 years after closed or 
until no further activity, then 
destroy 

Purchase orders Retain for 3 years, then destroy 

13 Noise abatement plan Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

IV Insurance certificates Retain until updated or 
superseded, then destroy 

if Grants, copies Retain for life of grant, plus 5 
years and until all audit 
requirements have been met, 
then destroy 
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Item No Description Retention 
Special events - Airport Appreciation Day, ADPA Fly-in, air 
show, insurance certificates, contracts (copy), meeting 
minutes, costs 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

i 7 Payroll, copies - time sheets Retain for 1 year, then destroy 

Airport layout plans Permanent. Transfer files 
periodically to the Maryland 
State Archives 

/ ? Airport commission meeting minutes Tapes - retain for 8 years, then 
reuse; paper - Permanent. 
Transfer files periodically to the 
Maryland State Archives 

Weather station Retain for 5 years and until all 
audit requirements have been 
met, then destroy 

Master plan study Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 

Work orders Minor projects - retain for 3 
years after project is completed, 
then destroy; major projects -
retain for 30 years after project is 
completed, then destroy 
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Item No Description Retention 

Tenant lease files - building, property lease, hanger available, 
tie-down availability, correspondence 

Retain for life of lease plus 4 
years, then destroy 

Project files - specs, plans, correspondence, scope of 
services/work, contract, work/material warranties/guarantees, 
"Law Mall" 

Screen annually. Destroy 
material having no further fiscal, 
legal or operational value. 
Retain permanently any material 
that serves to document the 
origin, development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
State Archives. 





Screen annually. Destroy material having noV 
~ further fiscal, legal or operational value. Retain 
I permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



















. Screen annually. Destroy material having noK' 
further fiscal, legal or operational value. Retain 

' permanently any material that serves to 
^ document the origin, development and 

accomplishments of the department. Transfer 
{ periodically to the MD State Archives 















Screen annually. Destroy material havinglok 
further fiscal, legal or operational value Retair 
permanently any material that serves to 
document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 







< Screen annually. Destroy material having n o / 
! further fiscal, legal or operational value. Retain 
'< permanently any material that serves to 

document the origin, development and 
, accomplishments of the department. Transfer 

periodically to the MD State Archives 



Screen annually. Destroy material having no* 
- further fiscal, legal or operational value Retain 
: permanently any material that serves to 

document the origin, development and 
accomplishments of the department. Transfer 
periodically to the MD State Archives 



- Screen annually. Destroy material having not' 
further fiscal, legal or operational value. Retain 
permanently any material that serves to 
document the origin, development and 

' accomplishments of the department. Transfer 
periodically to the MD State Archives 




